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:tical 1st year 


Ms. Excel 



Practical No. 1 
Launch Ms Excel 

Path: Start-> programs-^ Ms Excel 

Explanation: Ms excel is basically a spreadsheet program, and used for accountancy 
purposes mainly. The wide range of features it contain let you manipulate and present 
your data. Excel can be an account program it can be used as a calculator capable of 
utilizing complex mathematical formulas, it can also be a diary, a scheduler and more. 

a) Launching by the start menu 

> Place the mouse cursor over the start button click with the left mouse button. 

> Move the cursor up till the program highlighted, the sub menu of the program 
appear to the right. 

> Move the cursor on Microsoft Excel and click with the left mouse button. 


b) Launching by shortcut 

♦ f \ 

> Excel icon on screen, which is a shortcut to launching Excel. 

> Double click on the icon 

> Or 

> Right click mouse button and select open. 
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I .of: ifijibiriH 

Practical No. 2 

fo'ii.Sl >1/ d'niUE.I 

Introduction to Excel interface. 

Path: Start-* program-* Ms Excel 3 tt«gjdla < f 

v jfieJrtuoo3G iot bozo bnii ,r(!tn«joiq teottebcsiq;* b /Ih.'Ji&Bd ni I 2 M j*o»n yp *$jM 

i > .wth j ribi//vrl i 

to ald«qBO lOlftluoifi > C 2S b --••.• ;■ ni 0 II ;^® ndar ^ , P o1 fu Formula bf.r 

mom lm» teMMHMh !»#. 1 N ? emj . , ! 9r - .(|oo-j jois^r 

««> I 1 —L-!U-1 'X 

noilod ‘jrWFi S?’ !: ' r " 

nfii| iq aril toSt^ ' nr - ‘ JfiJ '"^ u 


Title Ban Title of the active workbook 

Menu bar: Contains the main menus for frequently used command. 
Standard tool bar: These buttons cany out frequently used action. 
Formatting tool bar: These buttons carry out frequently used action. 
Formula bar: what you enter in the active cell also appear here. 

Column Header: click on the header button tinhod? <d ••niriommJ f : 


fame box: Gives the address of the active cell. 


Active cell: whatever you type appears in. the. active celL -too. 1 
Row header button: Click on the row header to select the entire row 
Work sheet tab: workbook contain woik sheet click to select one: - 51 
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Ms. lixoel 


Practical No. 3 , ,, , . 

Selecting the work sheet cell UI12K2J 

’• MiiuJ'rj/i rl^uouh ainb rjtnH 

Selecting a single cell: 

> Move ! he mouse P° inter ov er your desired cell and click the left mouse button. 

> Thfe thick black border that now appear around the cell indicate that it'is selected, 

,^4. active cell. _, 1:i . 

Selecting a block of cell 

A block can range from a few adjacent cells in a single row or column to a large 
rectangular area. 

^ Click cell on the one end of the block you wish to select. 


Selecting a single column 

> Click on the column header button at the top of your chosen column. A 

Selecting a single row: s 

^ Click on the row header button to the left of your chosen row. This row will be 
highlighted. 


Selecting several blocks 

> Select the first cell or block, hold down the C 
different locations, when selection is compl< 


iw select different cells on , 


:ey, now select ditl 
elease the Ctrl key. 






Practical 1st year 


Inririri: 


start 


Practical No.4 

Enter data through keyboard 


> Click on the A2 cell to select this cell. Cell A2 is 
you type on the keyboard will appear in this cell 
name box to the top left of the work area 


Note: Point here to be noted is that any thing you enters in the cell will also appear in the 
formula bar. 
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Practical No. 5 
Movement within a sheet 

1. Movement through mouse 

> Simply with the help of mouse, just clicking the cell and data can be entered. 


2. By using tab 

> The key located on the left side of the keyboard you can select the cell and simply 
by pressing key data can be entered. 



3. By arrow key 

> By the help of arrow key we can move pointer up, down, left and right and after 
the selection you can enter the data. 




rs 
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Practical No. 6 


Page setting 

Use the page setting option for page setup the dialog box will open and here you can set 
the orientation, scaling, paper size, and print quality. 

Path: file -> page setup 

jlgfib it* Insert Fomv °‘fiJ 'JV\?U /fi 

— ^tpiViri LrjfbWfty -|j 

- E b.viata^ o' 1 *, nso rjsb /Ai^it.-Vf^d 


— SM«. 

Web Page... 

2 ~- 

_ Mefe Page Preview 

5 [\ PrW Preview 
-fiPrtt... COUP 

0 -*- 

-t Send To 

8 ^ 




> Click on file 

> Do the changes you want in page setup for orientation, scaling, paper size and 
quality. 

> Click Ok to apply the changes. 
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Practical No. 7 

Setting print area for printing. 

The first step in printing a document is to 
Path: file print area -> Set Print Area. 

> The print area can be a specific ra 

> Simply select the area or range fo 

> File-> print area ->set print area (t 
line border) 


Rn£ tnh4 a/. 


Figure: Print Aren in Dotted Line 
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Ms. L*xcel 


Copying a block of cell. 

> Select the cells you want to copy. 

> Click the copy button. 


> Edit -> copy 

> Move to the other location where you want to copy 

> Click the paste button - 
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Practical No. 10 


Path: edit -> delete 


1. Deleting a column. 

This deletion is for selected column. 

> Select the column for deletion. 

> Press delete key. 

> Or select delete from edit menu. 


2. Deleting Row 

This deletion is for specific rows. 

> Select row for deletion. 

> Click on the right mouse button, and choose delete from the menu. 


3. Deleting a cell 

> Select the cell for deletion. 

> Press delete button from the keyboard. 


Figure: Column D deleted, row 4 deleted, cell C6 deleted 
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Practical No. 11 
“Delete” Command 

Explanation: This command is slightly different from the previous practical in a sense 
that this command not only deletes the contents of the cells but also moves remaining 
cells on the place of deleted cell(s). Let us see how it is done. 

Path: Edit Delete 


Figure: Selected Cells & the "Delete Box' 


done and remaining cells moved,towards left 
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Practical No.12 

Moving by drag amTdropTs*identical to copying by drag and drop, except that you don’t 
need to hold down the Ctrl key. 

> Place the mouse pointer over the bottom of selected cells and see it turns into an 


arrow. 


> Hold down the mouse button and drag the mouse to the left or wherever you want 

> Release the mouse button. 

> The data in selected cells have move to the new location. 
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Practical No. 13 
Copying the data by filling 

> Select the range to fill the data. 

> Choose fill from the Edit menu. A sub menu appears to the right of the fill 
command 

> Choose your desired option from the sub menu. 

> The range of cell will fill with data. 
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Practical No. 14 


From the point mentioned above move the mouse downwards, keeping the button pressed 
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Figure: Series Filled 

(By the fill series you can fill any type of series like weekdays, months name and 
numbers) 


Practical No. 15: 

Fill series 

Explanation: The Auto fill is one of Excels smart feature and can be used for more than 
just copying data into cell ranges. It can also be used to create data series across cell 
range. 

> Type data into cell for series fill. 

> Drag the fill handle to the range but this time using right button of mouse. 

> Release the mouse button. 

> You will see a menu appeared . 

> Click “fill series”. 




Figure: Use the right mouse button and then click "fill Series" 
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Figure: Only formatting of the text deleted and not the text 
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Practical No. 17 
Delete Sheet 

Explanation: To delete the sheet, it will delete the entire sheet permanently. 

> Select the sheet for deletion. 

> Choose delete sheet from the edit menu. 

> The confirmation massage will open click Ok. 


Ctrl+X 

Ctrt+C 

Ctrl+V 


! selected sheet(s) wll be permanently deleted. 


Tip: This function is unredoable, so be conscious before deleting the sheet. 


year 
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Practical No. 18 


View: 

Normal and Page Break Preview 

Normal view is the view, which is set by default in excel for the text r ../ and 
editing. In this view the whole of excel’s sheet is visible 

> Click view and choose normal. 

Page Break Preview is the view in which only the used area is shown and that also in 
form of pages. 

> Click view and choose Page Break Preview 
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ICxcel practical excel 


Header and Footer. 


Practical No. 20 

Create header and footer: 

> Choose header and footer from the View menu. The dialog 

> Type the text in the header box or use the drop down menu 

> Type the text in the footer box or use the drop down menu 1 
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Practical No. 21: 


Zoom 


Zoom helps to control expand or shrink the document on screen as well as microscope. 
Zooming didn’t affect size of print. 

> Click view and choose Zoom. 

> Choose the option for the magnification. 


Mew Ipsert Format loots 
gj Normal 

Q Page Break Preview 



Magnification 
C 200% 

r ipo% 
r 75 % 
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Inserting a column 

Explanation: This requires the creation of a new column in the work sheet. 

> Click where you want the new column to appear. 

> Insert -> Column 

> A new blank col umn is inserted on the left of clicked cell s column 
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Practical No. 23; 

Inserting row 

Explanation: This command is used to insert the new row in the sheet. 

> Select the cell where you want to appear the row. 

> Insert -> Row 


Figure: Row Inserted 
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Practical No. 24: 

bS^Thi. command is use .0 insert .he individuals cells in the sheet. 

> Select the cell where you want to insert another cell. , . . 

> Choose the cell from the insert menu. The dialog box will open select the option 
to insert the cell. 


> Click OK. 


Insert Format lools Cat a 


Columns 

Worksheet 

Chan 

Pagefreak 

fm Election... 

_ Mama_ 

Picture 
fiWert... 
ft HyperHr*... 


C shift cells right 
C [Shift «¥#wn] 


C Enthe column 


Cancel | 




i the option 
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Practical No.25 

Creating charts in Excel’s worksheet. 

Explanation: Charts are the graphical way of representation of numeric data. Charts 
make easier for users to compare and understand the numbers so chart have become a 
popular way to represent numerical data. 

> Select the cell to be included in the chart. 

> Click the chart wizard button from the tool bar. j"jj^ 

> Insert Chart. 

> In the first step select the chart type and click Ok. 

> In second step select the range and click next. 

> In third step set other option as you wish and click next. 

> Click Finish. 


.*1 


fi 
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Practical No. 26; 

Using “AutoSum” Button 


Figure: Range of cells selected 


Figure: Results in the blank column 
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Practical No. 27: 

Using Formula: 

Explanation: Actually this application is the essence of Excel. You can make any 
formula you want for any type of calculation and Excel will provide you with the result. 
To apply the formula follow these steps. 

> Click on the cell where the result is required. 

> Type an equal sign “=” in any cell 

> Type formula after the equal sign, where formula contains addresses of the cells 

to be calculated & different arithmetic operators (some of the formulas are shown 
in the table below). __ 

> Press enter. Add =A1+B1 

(Insert appropriate addresses according to Subtract =A2-B2 

your worksheet) Multiply =A3*B3 


Figure: Applying the formula 


Figure: Result 
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Add 

=A1+B1 

Subtract 

=A2-B2 

Multiply 

Divide 

=A3*B3 

=A4/B4 
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Practical No. 28: 

Using function: 

Explanation: This command is used for applying funct 
built-in formulas in Excel. 

> Click on the cell where the result is desired. 

> Click the function button from standard toolbar 


> Insert -> Function. 

> Select the category. 

> Select the function, which you want to apply, from function name box. 

> Provide range on which you want to apply. 

> Click Ok. 


Click these buttons to 
provide range 
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Practical No. 29: 

Insert clip art in sheet. 

Explanation: You can insert different clips or graphics in the sheet from clip art. 

> Click insert choose picture (the sub menu will open) 

> Select the clipart (clip art box will appear) 

> Select the category from the list. 

> Select clip art. 

> Double click the clip to insert in the document. 
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Practical No. 30; 

To insert Auto shape. 

Explanation: You can insert some graphics in the sheet from Auto shape. 

> Click insert choose picture (a submenu will open) 

> Select Auto shape (Auto shape tool box will appear). 

> Click the Auto shape category from the toolbox. 

> Select the Auto shape. 

> Draw the shape on the desired place. 


Figure: Draw the shape with the help of mouse by "Click and Drag' 
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Practical No. 31: 

To insert any picture, present as file. 
Explanation: This command is used to insert 
another file. 

> Click insert choose picture 

> In the sub menu select “From File”. 

> Select the picture. 

> Click insert. 


any kind of graphic in the sheet present 
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Practical No. 32: 

To insert the word Art. 

Explanation: This command is used to insert the graphic 

> Click insert choose picture the sub menu will open 

> Select the style. 

> Type the text. 

> Click Ok. _ 


IWordArl 


WwiArt 


You can do more 
editing of 
inserted Word 
Art by using 
Word Art toolbar 
which will 
automatically 
appear with the 
insertion of 
Word Art 
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practical No. 33: 

To draw some graphics by yourself in Excel. 

Explanation: You can draw picture in worksheet through this command. 

> Click insert and choose object. (The dialog box will appear asking you to select 
drawing environment). 

> Select bitmap image. 

> Click Ok. 

> The paint environment will appear. Here draw any object with the help of paint 
tools. 

> When you will click out side the paint box the paint environment will get close 
leaving the object on the sheet. 


Calendar Control 9.0 
Media Gp 

Microsoft Cke Gallery 
Mcrosoft Graph Chart 
Mcrosoft PowerPoint I 
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Practical No. 34: 

Insert hyperlink in the sheet. 

Explanation: An underlined blue text will appear on 
linked file will be opened. 

> Click insert choose hyperlink. 

> Type the text in “text to display” box. 

> Click on the file button to browse the file. 

> Select file. 

> Click Ok. 


the worksheet. Clicking the text the 


Web Page 


fm function. 
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Practical No. 35: 

Formatting text. 

Explanation: to use instant formatting through the formatting buttons of Bold, Italic, & 
Underline. 


> Select the text to format. 

> Click B for bold. 

> Click I for italicize. 

> Click U for underlined. 
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Working with font size and type 

Explanation: these functions are used to increase or deer ease the size of your text and 
also the type of text. I p, r \a\ * IQ , y 

> Select the text. [ ' L 

_ * Font size 

> Click the button of font size. Fo,,t t > r P® 

> Select the number from that list. 

> Size of your text is as per you wish. 


Font is Comic 
Sans MS 
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Practical No. 38: 


Fill color. 

Explanation: This command fills the selected cells with selected color. 


> Select the cell. 

> Click on the down arrow of fill color button. 

> Select the color to fill in the cells. 


Scanned by CamScanner 










Practical 1st year 


Ms. lixccl 


practical No. 39: 

Font color. 

Explanation: this is a bit different from fill color; this command actually changes the 
color of the text and not the cell. 

> Select the cells where you want to change the color of the text. 

> Click on the down arrow of font color button. The color palette will appear. 

> Select the color for text. 


Figure: Selected cells have colored text. 
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Practical No. 40: 


Merging many cells 

Explanation: Many times you needs a big cell to ] 
for this purpose you may merge many of the cells 

> Select the cells you want to merge. 

> Format -> Cells 

> Click the Alignment tab. 

> Here select the check box of “Merge Cells’ 
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□ Microsoft Excel prociicol excel 2 


i-oi mol Cells 
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Practical No. 41: 

Provide specific format to the cells 

Explanation: If you want to provide some specific format to the cells you can do it as 
told below. After applying this function of Excel you will just have to enter data and the 
data would itself be converted to the provided format by Excel. 


> Select the format and choose cell. 

o Currency (Cell will display number as currency), 
o Date&Time (Cell will display Date & Time), 
o Percentage (Cell will display the number with percentage sign). 


Currency formats are used for general monetary' 
formats to atgn decrial points r a cokrm. 
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Practical No. 42 


Change the height of Row 


> Select the row for height changing. 

> Click format menu and choose Row and select height. 

> The optional box will open and change height of f he row either increase 
decrease. 
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Change the column width. 

> Select the column to change the width. 

> Click format menu and choose column and select width. 

> The optional box will open change the width of row according to desire. 


Clrk-1 


AutaFormot... 
Conspional Formatthg. 


Unhide 
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Practical No. 44 
To rename the sheet. 

> Select the sheet to rename. 

^ Click menu and choose sheet the sub menu will open select rename. 

> Type the new name and during the typing the old will disappear. 
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Practical No. 45 


To hide and unhide the sheet, column or row. 


Explanation: It is to protect your data from any misuse 


> Click on the sheet/column/row to hide. 

^ Click format menu choose sheet/column/row and select hide. 

no^ni A 


> Select the sheet/column/row to unhide 


> Click format menu choose sheet/column/row and select unhide 
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Practical No. 46 

Adding a background 

Explanation: Through this command you can add the background of entire sheet. 

> Select sheet to add background. 

> Click format menu select sheet and choose background. 

> Choose the picture for background. 

> Click insert. 


Tip: 

You can delete the 
background too by 
using the same path 
i.e. 

Format-> Sheet-> 
Delete Background. 
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Practical No. 47 
Spell Check. 

This command is used to check the spellings of data in the sheet. 

> Click tools menu and select spelling. (The dialog box will appear) 

> Select the proper spelling shown in the suggestion dialog box. 

> Click the button to apply the correct spelling. 

Or 

> Click ignore button to continue with the previous spelling. 


Scanned by CamScanner 





Fr 

r| 

~n| 


m’wzm 

TTQS*‘> 





~ y 

it 






r-CT I : 


It - ‘ -- -'It- V I spelling 

1 HI HR . 

1 1BT7 

r'*-■■ ^ 




W %& 

IWm m3smm 

hb|e 

' m : ui£££L -,V 'HBBII 

: .gsg 




1 j 1 ™ u 






■ jH&iJ^f Z- mmm k HHMLijHiHH*-JM 





B-J 

ClUaSllil 


asss 



* 1 
























tactical 1st year 


Ms. Excel 



Practical jVo. 48 

Data sort _ '. 4 

Explanation: Data sorting is an important facility, and excel can sort your data in many 

of the manners as per your desire. 

This command is used to sort the data in the work sheet. 

> Select the range to be sorted. 

> Click data and select sort. 

> Select ascending or descending order 

> Click Ok. 
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Q: 

Ans: 


Q: 

Ans: 


Q: 

Ans: 


Viva 

Excel 2000 

What is a spreadsheet? 

A spreadsheet is an application program that is used to store '<nd manipulate 
data. The data is stored into rows and columns just !:ke a table. The spreadsheet 
program has the ability to perform calculation on the numerical data as well as 
different types of chart or graphs can be made for the numerical data. Ms Excel is 
example of spreadsheet program. 

What is Microsoft Excel? 

Microsoft Excel is most popular spreadsheet program that allows you to perform 
various calculation, data analysis etc. It also allows you to create formulae, 
formatting the text in cells and printing text etc. Simple database can be created 
directly in this program. 

What is Worksheet? A-.. 

A spreadsheet program uses worksheet and workbooks. A worksheet is like a 
traditional accounting ledger and is divided into a grid of column and rows. The 
data is stored into rows and column of the worksheet. In Excel a worksheet 
consist of 256 columns and 65536 rows. The column are labeled with letters 
A,B,C etc. and row are labeled with numbers 1,2,3,4 etc. 


Q: 

Ans: 

i 


What is Workbook? 

In Ms-Excel the document or file in which data is permanently stored on 
the disk is called workbook. It is a collection of worksheet. Data is stored in 
worksheets. When new workbook is opened, it contains three worksheet by 
default. You can add a new worksheet as well as new worksheet can be removed 
from the book. A workbook must have at least one worksheet. 


Q: What is Active Cell? 

Ans: The currently selected cell where data can be entered or edited is called Active 
cell. When another cell is selected or cell pointer is moved to another cell, that 
becomes the Active Cell. 
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Q: What is Formula bar? 

Ans: When the Formula is used into a cell, then the calculated result is displayed into 
the cell. The actual formula is displayed into the formula bar. If a formula is not 
applied into the cell, then the contents of cell are displayed into the formula bar. 
Formula bar is also used to edit the contents of the cell. 

Q: What is Cell Address? 

Ans: In represents the location of cell into the worksheet. For example the cell is 
located in Column number three and row number 6 it represented as C6. 

Q: What is workspace File? 

Ans: A file that is used to store or save only the names of all currency opened 
workbooks is called workspace file. When workspace file is opened, Excel opens 
all the workbooks that contain it. 

Q: What is difference between continues and non-continues cell? 

Ans: The cells that touch each other are called adjacent cells or continues cell. On the 
on other hand the cells don’t touch each other are called non - adjacent or non - 
continues cell. 

Q: What is meant by Formatting numbers? 

Ans: In Excel the format of numbers in cell can be changed to a predefined number 
format or custom numeric format. For example, currency, percentage, comma etc 
are example formats. Formats can be applied to the number in cells. By default 
the number of format is general. 

Q: What is meant by precedence of operators? 

Ans: The order in which arithmetic expression is evaluated is called precedence of 
operators. Excel evaluates addition/subtraction operation after multiplication 
or division operation. 

Q: ► Define nested parentheses? 

Ans: A parentheses within another is called nested parentheses. Excel uses the color¬ 
coding to easily identify. 

Q: Define Bar? 

Ans: It shows the comparison between individual values of data senes. 




Define Line Chart? 

It shows trends in a data of equal intervals. 
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How formula is entered into Excel? 

To enter the formula in cell, follow these steps. 

Point the cell anywhere you want to enter the formula. 

TVpe equal sign in the cell. 

Type the expression and press enter. 

What is a function? 

The built-in tool or predefined formula written that is used to perform 
calculations and return a value in a cell where of worksheet as formula. The 
function used inside another function is called nested function. 

Define Arguments in Function? 

The value or value that are given to the function is called the arguments or 
parameters of the function. 

Define Sum Function? 

It is used to add numbers as given in parameters. They may be numeric values or 

cell references 

Its general syntax is: 

=Sum (numberi, number2...) 

Define Average function? 

It is used to calculate the average value of values of given as parameters. These 
may be numeric values or cell references. 

Its general syntax is: =AVERAGE (numberi, number2...) 

Define SQRTfunction? 

The SQRT function is used to find the square root of the given value. It may be 
numeric value or a cell references its general syntax is: =SQRT (number). 

Define AutoSum function? 

Excel provides an Auto Sum tool used to find the sum of values. 

What is Chart? 

The graphical representation of numerical data is known as chart or Graph. It 
makes easy to compare and to understand the numerical data. A chart is created 
with a range of data stored into the worksheet cells. Actually, the references of 

cell that contain the numerical values is used to create graph or chart. 

Define Pie Chart? 

It shows the proportion of the value to whole i.e the total of the series. It is 
selected when you need to represent a continuation to a tool. 
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